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THE NEW UNDERWOOD 150 
NOW COMES IN 5 LOVELY COLORS! 


COLOR STYLED BY LURELLE GUILD 


from Underwood—the typewriter 


designed to keep your hands lovely! 


Underwood’s Red, the brilliant new nail polish, stays on and on. 

And it’s free to secretaries and other lady executives from the makers 
of the Underwood 150—the typewriter especially designed to keep your hands 
lovely to look at, lovely to touch. 

Your fingernails never even touch the keys with the Underwood 150’s 
exclusive half-moon keys—and that means no more broken 

fingernails or chipped nail polish! Rough, widened fingertips from 
punching stubborn typewriter keys are a thing of the past, too— 
Underwood’s exclusive touch tuning is kitten-soft, gives you 28 
easy-to-set variations! 

Phone your Underwood office (the number is in the Yellow Pages) 

and ask the Typewriter Division Representative for your free nail polish 


—or just type us a note on your office stationery. 








One Park Avenue, New York 16, N. Y. 























MERIDIAN EVR-FLAT CARBONS 





AMA-BEAVER 
Cond ane 


W0 to Cine” Distribution 


MAniFoLp Suppites Co. 
19 Rector St. New York 6, N. Y. 










He’s not nervous but he is excited. It’s not often 
you'll see a Panama-Beaver man like this BUT. . . In 
this case .. . he is honestly proposing that Panama- 
Beaver Carbon Paper will lighten your typing effort 
by producing much sharper, much more readable 
copies. While he catches his breath may we remind 
you that Panama-Beaver Carbon Paper ends carbon 
smudge and streaking and allows the neatest, 
cleanest erasures you've ever seen. 

You may be starry-eyed over our proposal so just 

put out your hand .. . the one with the pencil... 
quickly fill in the coupon below. Our Panama-Beaver 
man will see that you receive FREE PANAMA-BEAVER’'S 
outstanding eraser, that helps you ‘‘erase 
without a trace", while he tells the TRUTH 
. about carbon paper. 


&— Mail Coupon NOW! ~~ ==" 
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1 MANIFOLD SUPPLIES CO. I 
19 Rector Street, New York 6, N. Y. 
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EYE-SAVER UNIMASTERS - LUSTRA COLORFUL INKED RIBBONS. 





2 REQUIREMENTS FOR SUCCESS 








You will advance 
faster in your career 
if you have been 
well-trained in an 
accredited school— 
and if you acquire 
the EraserStik habit 
early. | 
EraserStik is differ- | 
ent. It is a modern, | 
slim, pencil-shaped, 
wood-encased eraser 
that erases a single 
letter without marring 
the rest of the word. 
It sharpens just like 
a pencil. 

If you want praise 
instead of criticism, 
use EraserStik. For 
typewriting, pencil or 
ink. Get a few 

today. 

TEACHERS: FREE 
sample available for 
class demonstration. 
Write on school 
stationery. 

For best results 
expose rubber point 
about 3/16”. 


v.8.A.7099 
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AWFABER GRASERGZIK Gist 
WFABER Eraser C TIK & service) v.8.A. 7O99B 
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._ HOW ROYTYPE HELPS YOU GET THE 
MOST OUT OF A TYPEWRITER 


No typewriter can give you the sharp “write” it was built to 
deliver unless it has the proper ribbon. 

Nor can it deliver easy-to-read, no-smudge carbons, if the 
carbon paper is not made by experts. 

On both counts, Roytype can help you. 
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Why Park Avenue® silk ribbons give you a “plus” 






Clear, clean, sharp characters depend on a 
sheer, closely woven ribbon impregnated 
with the correct ink. 


The thinness of the silk in Park Avenue 
Silk Ribbons allows the type to get closer 
to the paper. When this happens you get 
a better impression. For the same reason, 
you also get better carbons. 


The silk in these ribbons is closely woven, 
too. This allows the ink to flow into the 
used spaces quicker. 

The extra yardage (18 instead of the 
usual 12) allows the ribbon an additional 
rest period after leaving the typing point 

. another “plus” meaning longer wear 
and better-looking letters. 


Why Park Lane® carbon paper is the 
finest on the market 


You'll notice at once that this carbon paper leaves 
no feed-roll marks and does not curl. 

Cleanliness comes from the superior carbon tissue 
Roytype uses and the exacting care with which the 
carbon paper inks are applied. 

Why doesn’t Park Lane Carbon Paper curl? It is 
unlike ordinary carbon papers in this important 
respect. It has a plastic backing. 


NM PAPER 


7 
ROYTYPE (Clear CARBO Call your ROYTYPE Representative 


Look under ‘‘Typewriter Supplies” in the classified 
telephone directory. 


® R) 
Q ROYTY PE » « e quality supplies for all business machines. Roytype, a department 
of Royal Typewriter Company, division of Royal McBee Corporation. 











Down parable lane with me 


CASSANDRA D. WATERMAN 


President 


HE GAZED longingly at the beautiful dream, lying just 

beyond reach, tempting her with the promised thrill 

of new adventure, the challenge of new fields to con- 
quer. It was hers, waiting only for the forward step to put 
it within reach, the outstretched hand to grasp it. 

But, seemingly, her feet were firmly planted, her hands 
fully occupied. With one hand she grasped firmly the bars 
of the play pen around which she had marched so proudly 
and so triumphantly since the mystery of walking had first 
been made clear to her. In the other she grasped tightly the 
shiny little bauble, now almost lost in the hand which had 
held it so lovingly, since first the mystery of reaching, and 
grasping and claiming for her own had been made clear to 
her. 

Did she know that another mystery was about to make 
itself known? That in order to reach the doorway of new 
adventure she need only let go her grasp on the stronghold 
which, though it helped her to stand upright on her own 
two sturdy feet, also held her firmly anchored to the limited 
area immediately surrounding it? That in order to grasp 
and claim for her own the larger, more beautiful dream 
she need only free the dream she had held so long and, at 
the same time, free her grasp to hold the new one? 

Tightly closed fingers moved, opened slowly, loosed 
their grasp on the bars . . . a deep drawn breath . . . the 
forward step, and now the dream was within reach! A 
wondering look at the other tightly clenched fist . . . the 
fingers relaxed . . . loosed their hold, and the outstretched 
hand grasped firmly the lovely big dream that had tempted 
her for so long. 

Another mystery had become known to her . . . the 
mystery of progress! And to you? .. . has the mystery of 
progress become known to you, too? It is a simple lesson. 
Progress does not come to those who stand still. The for- 
ward step must be taken as that which was once “new 
fields to conquer” becomes familiar, and new fields beckon 
from the distance. There is no room for grasping the big- 
ger dream in the hand still clutching tightly the lesser 
dream of yesterday. 

Have we, the members of The National Secretaries As- 
sociation (International) “gone to pasture” in the fields 
we have come to know so well, failing to realize that there 
are greater fields to be reached and grasped and claimed 
as our own? Have we clamped so tight a hold upon the 
pretty little dream we first envisioned that we cannot 
reach and grasp and claim the greater dream that waits? 

You ... the individual member . . . can answer that, 
and the total of your individual answers is the answer for 
NSA. Are you, as a MEMBER of your chapter so comfort- 
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able and satisfied in the familiar, friendly atmosphere 
created by your fellow members that you have no interest 
in the activities that take place outside the stronghold? Is 
your grasp so firmly clenched upon the familiar chapter 
routine of dinner meeting, business meeting and an oc- 
casional educational speaker that you seek no greater out- 
let for your talents and your abilities; provide no in-let for 
those who could widen your horizon; see no enticement in 
the prospect of reaching and grasping and claiming for 
your own the greater advantages that come with an occa- 
sional visit to farther places . . . an area Workshop, a Divi- 
sion or Regional Meeting, a National Convention? 


Is your CHAPTER so satisfied with its status as an exist- 
ing unit of NSA, with a friendly little group of charter 
members and possibly a few additions who have been com- 
fortably absorbed into the circle of close friends, that it 
does not see the challenge in opening its doors to all quali- 
fied secretaries within its area of operation; that it does 
not see the satisfaction that comes with being a “power” 
within your community, an asset to management, to the 
educational system of your locality, to the civic life of 
which it could be an important part—an asset to the Di- 
vision to which it belongs, the District in which it is 
located, the National Association of which it is a part? 
Does it have so tight a hold upon the minimum activities 
recommended for our chapters that it cannot reach out 
and grasp the ever widening activities that are available? 


Is your DIVISION, comfortable in the knowledge that 
it has been operating as a Division since first we grasped 
the idea of State operation, so satisfied with its original 
pattern that it sees no advantage in changes, no challenge 
in letting go the past and stepping forth to meet the fu- 
ture, no enticement in wandering farther afield than pro- 
vided by its own Division boundaries . . . to a bordering 
Division, for instance, a Regional or District Meeting, a 
National Convention? 


Is your DISTRICT (secure in the fact that it is and has 
been and probably will continue to be a District standing 
on its own two feet) standing still because it is firmly 
anchored to the status it occupied when it first learned the 
mystery of standing, and marching around and around its 
own perimeter? Or has it left that perimeter behind and 
become a part of the wider field, joined forces, with the 
other three Districts and become an indivisible part of The 
National Secretaries Association (International) faced with 
new fields to conquer, new dreams to reach, and grasp, 
and call our own. 


Have YOU learned the mystery of progress? 
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New Underwoot 
Desk Stabilizer 
ends “desk wobble, 
costs only *4.95 


Underwood’s new Desk Stabilizer eliminates 
desk vibration, turns a wobbly typewriter platform 
into a firm, steady typing support. 

Eye strain, frayed nerves and vibration errors 
are reduced; higher quality work is assured. 

Ask your boss or office manager for the new 
Underwood Desk Stabilizer. It’s a sure way to get 
better work out faster with less fatigue. Order 
the new Underwood Desk Stabilizer from your 
Underwood Office. You’ll find the number in 
your phone book. Order yours today! 


e Adjusts from 17 to 31 inches 

e Automatic, self-locking mechanism 

e Instant finger-tip release 

@ Smooth, no-snag, all-metal construction 

e@ Positive support ... no slippage 

e@ Supports over 200 pounds 

@ Telescopes to fit in any desk drawer 

e Mar-proof rubber top bumper and floor base 


SUPPLY UNDERWOOD DIVISION 
CORPORATION 


UNDERWOOD “Iii CORPORATION 


Ona Park Avenue, New York 16, N.Y. 





Thanksgiving 


M** hundreds of years ago the 
Puritans first paused in their 
labors to give thanks to God for His 
blessings, and since that day Americans 
have celebrated the feast of Thanksgiv- 
ing in the month of November. 

Through the years philosophers, states- 
men, writers and the ordinary man have 
expressed thoughts of Thanksgiving in 
the manner of Plutarch who said: “The 
worship most acceptable to God comes 
from a thankful and cheerful heart!” 

Henry Ward Beecher, an American 
clergyman, said it in these words: “Pride 
slays thanksgiving, but an humble mind 
is the soil out of which thanks natural- 
ly grow.” 

William Shakespeare said: “O, Lord, 
who lends me life, lend me a heart re- 
plete with thankfulness.” 

Jeremy Taylor, an English bishop, put 
it this way: “The private and personal 
blessings we enjoy, the blessings of im- 
munity, liberty and integrity, deserve 
the thanksgiving of a whole life.” 

Lucius A. Seneca, a Roman philoso- 
pher, said: “If I only have the will to be 
grateful, I am so.” 

Abraham Fuller, an English scholar, 
expressed his thoughts in these words: 
“Many favors which God gives us ravel 
out for want of hemming through our 
unthankfulness; for though prayer pur- 
chases blessings, giving praise keeps the 
quiet possession of them.” 

William Secker, an English clergyman, 
said: “He enjoys much who is thankful 
for little; a grateful mind is both a great 
and happy mind.” 

The Constitutional right to choose 
our Own vocation is one of the many 
privileges enjoyed by Americans; the 
right to worship in our chosen faith is 
another. We Americans enjoy numerous 
privileges denied to so many peoples of 
this great World and giving thanks only 
on Thanksgiving Day is not enough. 

Let us give thanks for American 
ideals, for American liberties and for 
American opportunities; let us not for- 
get our responsibility to our work and 
to those for whom we work. 


The National Board of Directors 


Eight 








Kosh 





HEN Enid Baird took a six weeks 

“temporary” job with the Nation- 
al Urban League in 1940, she had no 
idea that 1955 would find her filling 
the important position of Administra- 
tive Assistant. She attributes a great deal 
of her success to her boss, Dr. Lester B. 
Granger, for giving her the opportunity 
to tackle jobs on a “sink-or-swim” basis. 
Dr. Granger is past president of the Na- 
tional Conference of Social Work, chair- 
man of the U. S. Committee for the 
International Conference of Social Work 
(meeting in 1956 in Munich, Ger- 
many); trustee of the New York School 
of Social Work and active on many 
important committees. 

After studying typing and shorthand 
in a New York high school, Mrs. Baird 
took courses at Hunter College. She 
never studied social work but in her 
fifteen years with the League, she feels 
she has learned as much as any profes- 
sional worker. 

Very close to her heart is the Admin- 
istrative and Clerical Council of the 
National Urban League. She served as 
the first president of this organization 
in 1949 and was again elected president 
in 1955. The purpose of the Council is 
to improve the relationship of admin- 
istrative and clerical workers to the over- 
all League movement and to extend a 
helping hand to others in administrative 
and clerical capacities in the varicus 
League branches around the country— 
approximately 200. The Council meets 
annually at the time of the National 
Urban League’s Conference, promotes 
secretarial clinics in various cities, and 
conducts fund raising projects for the 
benefit of the League. This year the 
campaign goal is 1,000,000 dimes for 
renovating and furnishing the head- 
quarters building of the National Urban 
League—the Christmas gift of a million- 
aire. Miss Dorothy Dandridge, the film 
star, is national campaign chairman. 

Mrs. Baird’s ACC activities are extra- 
curricular and require a great deal of 
traveling and lecturing at the various 





League's clinics. She was the main speak- 
er at the Milwaukee, Wisconsin, clinic 
held in September. She served as con- 
sultant for the business and secretarial 
training workshops at the Tennessee 
State A & I University Career Clinic 
held in Nashville, Tennessee. 

Enid reports one of the most thrilling 
things that happened to her as a result 
of these activities was her appearance 
on the Tex (McCrary) and Jinx (Falk- 
enburg) personal interview TV show in 
June 1954. She was named “Secretary 
of the Week” and presented with a sil- 
ver compact inscribed: “IBM Salutes 
Tex and Jinx’s ‘Secretary of the Week.’” 

As National Organizer for Lambda 
Kappa Mu Sorority, Mrs. Baird does con- 
siderable traveling over weekends and 
holidays. She also has served as National 
Recording Secretary and at present holds 
the office of Corresponding Secretary o 
her local chapter. The Sorority does a 
great deal of community work—aids 
handicapped children, provides scholar- 
ship aid, sponsors forums on civic needs 
and politics. She was named “Outstand- 
ing Soror of the Year” in June 1953. 

Enid became a member of the New 
York City Chapter of The National Sec- 
retaries Association (International) in 
June 1952. As chairman of the Finance 
Committee in 1954, she promoted the 
very successful Hawaiian Surf-riders 
Fashion Show and Dessert Bridge held 
at the Hotel Sheraton Astor. She is cur- 
rently serving as a member of the chap- 
ter’s Education Committee. 

Mrs. Baird, her husband and _ her 
mother reside in Brooklyn. Her son is 
serving in the United States Marine 
Corps and is stationed at Camp Lejeune, 
North Carolina. To an already over- 
crowded schedule, Enid Baird has added 
the responsibility of heading the Young 
Adults Organization of St. George’s 
Episcopal Church and is endeavoring to 
set up a workable program for the group. 

That old adage “if you want some- 
thing done, give it to a busy person” 
can truly be applied to Enid Baird. 
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Suit by Jonathan Logan 


And no wonder—electricity does 
the work—helps today’s smart 
women of letters turn out such 
truly beautiful work in so little 
time, with so little effort and so 
pleasing to the boss. 
Memingtorn. Fland. 


DIVISION OF SPERRY RAND CORPORATION 








letter writing can be fun .. . 





by ATHENE HENSLEY, San Diego Chapter 


EITERS 


letters of inquiry and reply 


INQUIRIES 

Inquiries are letters that ask for information. They may 
be sent by persons who desire to benefit from the special 
knowledge or experience of the individual or company ad- 
dressed. Or the inquiries may simply ask for price quota- 
tions, terms of payment, catalogs, articles or services. An 
inquiry should indicate exactly what is wanted. 

Clearness is the prime quality. Word your questions so 
clearly that even a dull reader will not fail to understand 
what you want to know. If your inquiry involves several 
points, paragraph each point or list them in numerical 
order. Use the following plan for your material. 

1. Give the subject of your inquiry. 2. Add the neces- 
sary explanatory material such as definitions, specific de- 
tails and the like. 3. Give the full reason for your inquiry, 
making it clear why the letter is addressed to the reader 
but include no more than the ordinary facts. 4. End 
courteously. The participial expression, Thanking you in 
advance, is a stock phrase and a discourtesy because it takes 
too much for granted. Never use it. 5. To facilitate the 
answer, enclose a stamped, self-addressed erivelope. This 
courtesy should be observed in all cases except those in 
which the inquiries are frequent and mutual. 


ANSWERING INQUIRIES 

An inquiry should be handled courteously whether the 
desired information is supplied or withheld. When it is 
possible to do so, the exact information should be given 
in the fewest possible words. Although the numerical list- 
ing of questions and answers helps to keep the inquiry and 
the answer clear and brief, tabulations are not always nec- 
essary. Well-judged paragraphs are also effective. Your 
first paragraph should show courtesy; the second discusses 
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the inquiry and gives the answer, also the third and fourth 
if needed. 

When the inquiry is for a booklet, a catalog, a reprint 
or the like, it is usually acknowledged in a brief note 
mailed either with the object asked for or as a notification 
that the article is on its way. A note of this kind offers an 
opportunity for effective courtesy. When helpful answers 
to inquiries and other similar favors are exchanged often 
(that is, when the obligations are kept about equal), letters 
of thanks are unnecessary. But all too often an expression 
of thanks is omitted when a decent and reasonable sense 
of gratitude would call for it. 

Action first is an effective rule in many situations. It is 
particularly so in answers to inquiries. Every reader is 
interested in action. Things in action are good but people 
in action are better. It is well to make the first sentence 
an action headline when it is appropriate to do so. Exam- 
ple: “Thank you for your request of June 3. We are sending 
you our Catalog 7E, which fully describes our stocks of 
rods.” 

It is not merely important—it is essential—to maintain 
the positive tone in answering inquiries. To a large extent 
the positive tone means: (1) clearness, (2) an attitude of 
willingness to serve, (3) courtesy. It goes without saying 
that the letter should be well constructed. Inquiries that 
could result in business should be answered at once. In- 
quiries that will involve considerable preparation should 
be acknowledged at once with the probable date on which 
the information can be sent. Promptness in answering is a 
conspicuous form of courtesy to the inquirer. Answer while 
the fever of interest is upon the reader. Promptness de- 
velops goodwill. 
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Every essential typing feature 


is engineered into the 


Smith-Corona “EIGHTY-EIGHT” SECRETARIAL 


The Smith-Corona “Eighty-Eight” office typewriter 


gives effortless speed, smooth responsive action 
and a feather-light touch. 

Its advanced engineering and design give you 
many invaluable typing features... the 
88-character Color-speed Keyboard, 

Instant-Set Margins and amazing Page Gage 

that takes the guesswork out of page-end typing. 
The “Eighty-Eight” is the finest office typewriter 
in our fifty year history. Wherever you find 

this beautiful Smith-Corona at work you find happy 
secretaries and satisfied employers. Phone today 
for a revealing ten minute demonstration. 


SMITH-CORONA INC SYRACUSE 








1 N Y BRANCH OFFICES OR FULL 





JOB-PROVED 
SMITH-CORONA 
ELECTRIC with the 
most efficient keyboard 
ever designed. 
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LINE DEALERS IN .ALL PRINCIPAL CITIES 
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one of southwest’s most 


flourishing winter resorts 


OME British scientists have recently advanced evidence 
that Arizona was once the site of the North Pole. 
This is nothing new for the chamber of commerce to 

get upset about, however, for that would have been six 
hundred million years ago. 

In 1955 things are quite different out that-a-way. Today 
Arizona is the site of one of the most flourishing winter 
resort areas in the country, and this is chiefly because of 
the warm, beaming sun which shines 86 percent of the time, 
the dry, balmy climate and the magnificent scenery. 

The enterprise of resort operators and civic groups has 
given this natural endowment a great assist—it is only 




























within the past 20 years that the desert has bloomed into 
a thing of beauty and profit. 

And air travel has added the final fillip, serving to make 
this playground of the Southwest nationally and interna- 
tionally-known and bringing it within a day’s travel of any 
part of the country. Trans World Airlines, for instance, 
which has been serving the Southwest on transcontinental 
routes since 1929, schedules nine Constellation flights 
through Phoenix daily, five of them low-fare Sky Tourist 
services. 


The winter resort area in the Valley of the Sun around 
Phoenix was, before World War II, a playground for the 
wealthy and leisured. Today vacationers of even the most 
modest budgets fly to Phoenix, some for just a quick winter 
weekend pick-me-up. The popularity and accessibility of 
this resort area is shown in its tremendous and constantly- 
increasing growth. 

Last year alone more than $3,000,000 was spent on new 
accommodations, in addition to $2,000,000 the year before. 
All this recent construction has widened the range of ac- 
commodations and prices from which the vacationer in the 
Valley of the Sun may choose. No matter what she spends, 
however, or what she chooses, she is almost certain to have 
a swimming pool handy, golf course or putting green, 
rodeos, winter-training big-league baseball games, football 
games, horse and dog racing, excellent meals, and of course, 
all of nature’s treasures—the sun, dry air, the desert and 
the mountains in the background. 

A vacationing couple, whether for a weekend or longer, 
may stay at the really plush luxury resorts for up to $80 
a day for a suite, including meals, or at a fine motel for $8 
a day. The motel guests will have a patio, lawn furniture, 
flowers and a swimming pool and be within easy reach of 
good restaurants and all the sports and entertainment with 
which the Phoenix program is crowded. The luxury resort 
guests—who will find the top prices considerably reduced 
at the beginning and end of the season—will usually have 
the use of a golf course, riding horses, swimming pool, 
tennis courts, and will find steak fries in the hills, desert 
horseback treks, barbecues, poolside buffets, square dancing 
and various parties thrown in for the price of his accommo- 
dations. 

Visitors to the Valley of the Sun find its informality and 
hospitality among its chief charms. Everyone dresses in- 
formally and casually for comfort. Blue jeans or levis, 
sports shirts, simple frocks or sweaters and skirts, are the 
rule for daytime wear, and dress is informal for nearly all 
evening occasions. One may lounge in the daytime winter 
sun in shirtsleeves; a coat is needed for the evening chill 
after sundown. 

Colorful illustrated folders and other literature describ- 
ing the Valley of the Sun and tour accommodations in the 
Southwest area may be obtained at any TWA sales office 
in 60 United States cities. 


Visitors to Grand Canyon can ride burros, such as these, 
down to the canyon floor. The canyon is a favorite ex- 
cursion destination for vacationists at Phoenix, Arizona. 
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Experienced secretaries know the value of Durametric Carbon 
Papers. And they’ll take steps to get it too. For they recognize 
Webster’s MultiKopy Durametric as the carbon paper with “‘plus 
values.” Balanced formula construction for longer wear and the 
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Shurflat treatment to resist curling are two of the big pluses. And D 
each sheet is thoroughly inspected to insure its performance. 4 4 
Another big “plus” is the Webster Micrometric Scale Edge on 284 
each Durametric sheet. This exclusive Webster feature measures = - 
typing space — prevents running over. And the uncoated scale 44 T 
edge keeps fingers and copies clean. os R 
There’s a MultiKopy Durametric weight, finish, and intensity for 21 ‘ 
every typing requirement. Let your stationer show you how 20 
Durametric will mean more economy and better work in your 19 
office. 18 
Free Sample. WRITE on your office letterhead specifying make ~ 
of typewriter and number of carbons usually required. ras 
P.S. The F. S. Webster Company makes fine cotton, silk or nylon 14 wie 
typewriter ribbons too! Le” 
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and By-Laws 


Committee 





by ROBERTA 


HE JUSTIFICATION for the existence of any organiza- 
tion is the good that mankind in general or the indi- 
vidual in particular receives from its accomplishments. 


We in The National Secretaries Association (Interna- 
tional) know the aims and objectives of our organization, 
and we have adopted certain rules to govern us in our ef- 
fort to achieve them. They are owr rules, for we adopted 
each of them at our conventions, and we know them as our 
National By-Laws. 


Ordered progress toward our aims requires a uniform 
approach to our problems, by the chapters and members, 
to accomplish our objectives. The National Rules and By- 
Laws Committee is the established medium of NSA 
through which this ordered, uniform progress is achieved. 
It is the medium through which our by-laws are preserved, 
codified, amended and interpreted and through which chap- 
ter and division by-laws are correlated with the National 
By-Laws. It is also the body through which desired amend- 
ments to the National By-Laws are presented to the Asso- 
ciation. 

It is to be remembered at all times that these Rules and 
By-Laws are your rules and are the only source of authority 
governing this committee and its decisions. 


Our work falls in two principal categories: First, the 
consideration and review of al] chapter aad division by- 
laws and amendments to check possible conflicts with the 
National By-Laws; and second, receiving and editing of 
proposed amendments to the National By-Laws. 


It is most important that chapter and division by-laws 
and amendments be submitted to the committee for con- 
sideration and review, not just because the National By- 
Laws provide for it, but in order to achieve uniformity. If 
your chapter or division by-laws have not been reviewed, 
or if you have adopted amendments that have not been 
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National Rules 


BOWEN, Chairman 













reviewed, they should be submitted promptly. One copy 
should be sent to each member of the National Rules and 
By-Laws Committee: 

Miss Maxine McFee 

1911 Cottage Grove, Apt. 3 

Des Moines, Iowa 


Miss Barbara Johnston 
Sheraton Biltmore Hotel 
Providence, Rhode Island 


Mrs. Ruth M. Barnard 
1301 St. Paul Street 
Baltimore 2, Maryland 


Mrs. Jo Maes Knoerr 
2025 Rutgers Avenue 
Long Beach 15, California 


Miss Roberta Bowen, Chairman 
Santa Fe Railway Company 
Arkansas City, Kansas 


Proposed amendments to the National By-Laws should 
be referred to the committee as provided for in Article 
XIV, Section 2, paragraph (g). The committee will then 
prepare the proposed amendments for presentation at the 
annual convention. 


Your Nationa! Rules and By-Laws Committee will make 
a sincere effort to accomplish this unity of purpose by re- 
viewing and reporting on the chapter and division by-laws 
submitted to it and by presenting proposed amendments to 
the National By-Laws for your consideration at our annual 
convention. 


We have been appointed to serve you, the members of 
this Association, and our success will be governed by the 
use you make of our services, as well as by our own en- 
deavors. 
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ef «, “MY BOSS AGREES WITH ME!” 





I call the time before we got our 
IBM Electric Typewriter “‘the dark 


ages’ —and my boss agrees with me! 


It’s so different nowadays—my 
wonderful IBM helps me turn out 
the most beautiful typing ever— 
in less time and with less effort. 
That means I have the time and 
energy for relieving my boss of 
more details—so my job is more 
interesting, and his is made easier. 
Now, my boss and I can’t understand 
why we didn’t end “the dark ages” 
ages ago! 


You and your boss will probably 
feel the same way. Call your 
nearest IBM office for more 
information. 








ELECTRIC 
TYPEWRITERS |...OUTSELL ALL OTHER ELECTRICS COMBINED! 




















PATENTED EFFICIENCY 
in CARBON use 


(1) Automatic alignment. 

(2) Automatic rotation of sheets of carbon gives 25% 
more wear. 

(3) Automatic warning of last typing lines. 

(4) World's easiest and most convenient carbon to 
handle. Hands do not touch the coated surface. 

Distributed by Kee Lox Branch Offices in Major 

Cities and by a Growing Network of Authorized 

Dealers. 

Samples sent only on request when letterhead of 

company is used. 


DEPARTMENT S4 


Kee Lox Mfg. Co., Rochester 1, N.Y., U.S.A. 


Kee Lox “Pal” Erasaguard 
each 50c in any quantity. 


Sixteen 








YOU took all the paper produced in the United States 
It last year and made it into a strip one yard wide, you 

could build a path that would stretch to the planet 
Mars and back—a distance of over 70 million miles. And 
you would have enough left over to circle the earth more 
than 800 times. 

Yet this is not enough paper for Americans. We have to 
import an extra five million tons a year to keep up with 
the demand. No country in the world produces and uses as 
much paper as the United States. The city of New York 
alone uses more paper than all of South and Central 
America. 

Each person in this country uses almost 400 pounds of 
paper a year—and the trend is upward in astonishing per- 
centages. For comparison, the average per capita use for 
the continent of Asia is less than five pounds—just over 
one percent of ours. 

Let's face it, Americans love to use paper. We have made 
this a paper world; paper surrounds us in thousands of 
shapes and sizes, myriads of uses and forms. 

From the day you are born paper begins a major role 
in your life. It is attached to you like a living part and it 
never leaves you. It marks your birth, every aspect of your 
career and, finally, your passing from the scene. 

Throughout your life as an American, you will have held 
and used and torn tons upon tons of paper in every shape 
and size. 

Where does all this paper come from? 

One hundred years before Christ was born, the Chinese 
made the first paper from mulberry bark, bamboo and fish 
nets. After that people began making paper from cotton 
and linen rags and for almost 2000 years that was the way 
paper was made. 

Then in the middle of the 19th Century came a great 
discovery. A German named Friedrich Gotlobb Keller pro- 
duced the first mechanical wood pulp. He held blocks of 
wood against a grindstone, separated the fibers and with 
them formed a felted sheet. Thus was born the first paper 
made of wood pulp. 

When science developed the first chemical conversion 
of wood into pulp, the paper industry really began its 
climb into the giant industry it is. 
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World 


A nation’s living standard can actually be measured by 
the availability of paper. Low per capita consumpiton is 
characteristic of backward countries. Wherever it abounds 
you will find democratic process and an industrial system 
actively at work. 

Before wood pulp was discovered, circulation of news- 
papers was extremely limited. Today over 50 million news- 
papers come off the presses in a single day; 20,000 maga- 
zines publish 500 million copies a year! 

The average Sunday edition of the New York Times re- 
quires more than 200 acres of timber; an average Manhat- 
tan telephone book requires even more. In fact, if all U. S. 
telephone books printed in one year were piled atop each 
other, you would have a peak that would tower 1000 miles 
into the sky—the equivalent of 182 Mount Everests. 


But printing papers aren’t the whole paper story—not 
by any means. The really startling contribution to American 
industry and commerce, as well as individual convenience, 
is kraft paper bags and kraft paper board. The way Ameri- 
cans produce and use them is unique! 


Go into any store in the country. Almost every item you 
buy will be neatly wrapped and packaged in a paper bag 
or container—or both. 

The rest of the world envies our prolific use of paper 
bags. Paper bags are almost unknown—even in many coun- 
tries of Europe, where retail purchases are usually toted 
home in hampers or market baskets. The paper bag can 
truly be called the “American phenomenon.” Its widespread 
use in this country stands unmatched anywhere in the 
world! Our paper bags are a symbol of our wealth, a 
measure of the technological progress of our huge paper 
industry. 

It all started in 1852. A man named Francis Wolle re- 
ceived a patent on a machine that could make paper bags. 
But he couldn’t sell his machine. In those days the paper 
bag was a luxury, even in America, and not to be given 
away with ordinary purchases. 

Wolle formed a company and, by dint of steady plod- 
ding, slowly established his machines in American industry. 
His firm was the foundation for today’s giant of the paper 
bag field—the Union Bag & Paper Corporation. 
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Today, Union Bag’s pulp and paper mil! in Savannah, 
Georgia, the largest integrated plant of its kind in the 
world, turns out over 35 million bags a day—400 every sec- 
ond, day and night. Here are produced over 9 billion bags 
annually—250 for each family in the United States. 

(continued on page 30) 



















Cleans type CLEANER! 
Handy dauber whisks 
away dirt and goo in sec- 
onds! Non-inflammable, 
absolutely safe. Slow- 
evaporating, hence eco- 
nomical. Look for the 
smart new orange-and- 
blue carton on your 
dealer's shelves. 


NO CARBON-TETRACHLORIDE 
60¢ at all stationers 












and typewriter dealers 





HAVE YOU HEARD 
About JH/E 7 


It’s a bigger help than aspirin; takes a lot of headaches out 
of technical dictation or transcribing technical manuscripts. 


— HAWLEY’'S TECHNICAL 
oar SPELLER, By Gessner G. 
@ee HawWLey and ALice W. 
HAWLEY, spells the tough- 
est words with clear-type, 
lucid ease * Gets rid of 
guessing—‘‘Js it spelled as 
one word, or two?” + Correct 
hyphenation at a glance - 
Preferred word divisions 
made plain + Quickly ex- 
plains confused meanings 
and spellings - Points correct 
use of misused prepositions. 
Yes, it has the scientific 
words you can’t find in ordi- 
nary dictionaries. 
Mail This Coupon Now for 
Your On-Approval Copy 
SEND NO MONEY 


Mee ce ee ee 
REINHOLD PUBLISHING CORP., bvept. m-s61 ! 
430 Park Ave., New York 22, N. Y. : 
Please send me HAWLEY’S TECHNICAL I 
SPELLER to read and examine ON AP- I! 
PROVAL. In 10 days I will return the book ! 
and owe nothing, or I will remit the purchase ! 
price, $2.95, plus postage. 
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Helpful tip! 
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hy Show this ad threes : 
to your office i 
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manager. (0 Check here if you ENCLOSE payment, we pay post- 
age. Same return privilege. Add 3% sales tax on I 
New York City orders. 
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Seventeen 


are 


YOU 


a 
Professional 
Secretary 
? ? 


? 


by BONNIE A. Lockwoop, PH.D. 
Assistant Professor 
Southern Illinois University 


Carbondale, Illinois 


AVE YOU fully realized the job 
H potential for a capable, top-level 
secretary? Are you making your 


present job a growing and expanding 
one? Or are you in a “rut”? 


Statistics from the last Census tell us 
that the secretarial field is one of the 
fastest-growing occupations in the coun- 
try. In the ten years between 1940 and 
1950, the total gainfully employed in- 
creased 6 percent; the total increase in 
typists, stenographers and secretaries was 
50 percent. 


Not only is the field growing in num- 
bers, but it is also expanding in oppor- 
tunities. A study of 120 of the first 185 
Certified Professional] Secretaries re- 


Eighteen 


vealed certain aspects of this growth in 
opportunity—title, salary and work level. 


Two-thirds of the Certified Secreta- 
ries have acquired the title of executive 
secretary, administrative assistant, office 
manager, supervisor or other designa- 
tion denoting equal prestige. 


In 1951 and 1952 they were making 
an average salary of $300 a month, with 
a range from $200 to $600. These salary 
figures compare favorably with a pro- 
fession such as teaching. 


The actual work of the professional 
secretary holds variety and interest, de- 
mands responsibility, initiative and in- 
telligence. The topmost duties, as 
revealed by job analysis, are as follows 
(in order of frequency): take dictation 
and transcribe; compose letters; prepare 
reports; act as intermediary for the em- 
ployer; typewrite; read, sort and route 
mail; file; keep records; gather materials 
for reports, speeches, etc.; keep books; 
act as a consultant within the organiza- 
tion; supervise other employees; and act 
as office manager. 


However, many duties that were not 
listed so frequently seemed to be of 
such nature as to demand even more of 
the secretary. To mention a few: act as 
corporation secretary, with all the re- 
sponsibility that such work entails; rep- 
resent the employer in legal affairs: 
initiate large-scale systems; analyze and 
report raw data; draw up employee 
manuals; and make important decisions 
in the name of the employer. 


These duties show us that the work- 
ing level of the professional secretary 
has developed along with the increased 
recognition and salary she receives. 


No doubt this is largely due to the 
increased paperwork throughout busi- 
ness, industry, government and the pro- 
fessions, which has brought about the 
need for more capable and better-trained 
secretaries. But the fact that these great 
responsibilities were turned over to “sec- 
retaries” is due, no doubt, to the in- 
creased number of educated people that 
have been attracted to secretarial work. 


The Certified Professional Secretaries 
are, on the whole, well educated. They 
have an average of 2.6 years of college 
level education. Twenty out of 119 had 
5 years of education beyond high school. 
As to courses related to their work, they 
had an average of fourteen one-year 
courses on the high school and college 
levels. 

Much of the education of the Certi- 
fied Secretaries, however, was gained in 
their work experience. The average num- 





ber of years spent in various job titles 
gives a fairly good picture of the experi- 
ential education of these secretaries. 


93 years, Clerk or Clerk Typist e a 
2.30 years, Clerk Stenographer or Steno 


6.46 years, Secretary 


3.1 years, Executive Secretary 


The Certified Professional Secretaries, 
in describing their daily duties, un- 
knowingly revealed certain traits, com- 
petencies and understandings which 
“make” the professional secretary. Par- 
ticularly outstanding among these traits . 
was the ability to establish good human 
relationships with employers, fellow em- 
ployees and the visiting public. The fol- 
lowing quotations illustrate this: 


“If corrections are to be made, I try 

to be as diplomatic as possible, as it 
is human to resent having errors 
called to a person’s attention. That 
‘saving face’ angle is important to 
remember.” 


“Did not make grammatical correc- 
tions, as error would not be obvious 
to addressee of letter but change 
would be to employer who dictated 
it.” 


“Voluntarily took short lunch period 
so that urgent material would be 
ready for employer when he returned 


from lunch.” & 


“As kindly as possible reminded em i 
ployee who said she might not be in! 
the next day how important her work 
is and how much it is depended on. 
Suggested kind word by employer.” 


“Succeeded in pacifying an irate em- 
ployee who had insisted on seeing 
employer. After conversation with 
employee, he was persuaded to re- 
turn to his job without need for con- 
ference with employer.” 


“Arranged for birthday card signed by 
all employees in department for 
boss’s principal assistant.” 


“Greeted in the lobby a visitor from 

a distant city who had an appoint- 

ment, accompanied him up elevator ; 

to the office and introduced him to 

the employer.” 

Equally outstanding were such traits as F 
accuracy, efficiency and initiative. Note 
the following quotations. 

“Checked legal papers received in mail] 

to be signed by boss. Pointed out 

error.” 

“Two conflicting reports received by 

mail. Checked with the two depart- 

ments for verification.” 
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“Noticed an error in important ac- 
counting department report and had 
this corrected before it was signed by 


management.” 
“Verified dates, amounts and other s 
| ced te a Introducing 


information contained in dictated 
material for accuracy. Found one par- 








ticularly important error.” the soft 

“Outlined — or thought out — basic i 

work load for week.” pencil that 
. “Prepared a list for president's office 

of a group from out of town that holds its 

was to visit our plant. Made other 


‘ arrangements for their stay. Looked 
up information concerning a similar 
function the previous year and sub- 
mitted it with request for this year’s 
arrangements.” 

“Handling incoming mail: opening, 
stamping with hour and date of re- | 
ceipt, routing of some to others with | 
authority to handle, handling some | 


point... 








myself with file to boss for informa- | Ag as 
tion and routing of some to him to | gt i Load 
handle with priorities therefor indi- | " 
cated.” | 


“Initiated production of certain forms 
which will be later needed in conduct 
of business and without advance no- 
tice to permit production then.” 

& & “Listed all matters that might come 
up during Mr. S’ absence and dis- 
cussed them with him.” 





e & “Suggested a change in one paragraph 
of letter in previous day’s dictation 
in view of today’s decision to send 
carbon copy to another office.” ‘ EAGLE 4 
“Asked employer if he enjoyed recent ‘_" 


stay in hotel in Louisville and on 7 
finding service poor, found out what | M i RA D O 
hotel in Louisville was best to use in | 

future in making reservations.” + \ ° LA 
“Instituted campaign to enlist support | No ] % Servisoft 
of all girls in district to help sales- 

men sell ‘overstock.’” 


These are a very minute sampling of 


many such statements made by these Softer, blacker than No. 2...longer-lasting than No. 1 


secretaries, revealing the character traits, .. perfect for quick notes and pleasant writing. Try a 
, responsibility and tact which their po- deias and see! Exclusive with MIRADO — world’s 
——— oa largest-selling pencil. Look for the Red Band trademark. 


How does a secretary win a place of 


j so much responsibility? There is no Write for free sample, naming this magazine 


magic formula. Every job is different; ot edaensliads 

every employer has a different person- and your regular pencil supp 

ality. But here are some general rules 

that usually work. OF NC | [ C0 M PANY 
1. Like your boss and show him that 

& SS aah ig" * 99 Years of Quality Pencil Making 
2. Study your boss—his phraseology 
TORONTO ° MEXICO ° SYDNEY 


(continued on page 30) NEW YORK ° LONDON ° 
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for Great Americans 


































N ITS 55-year history the Hall of 





| Fame for Great Americans has been # 
paid the compliment of imitati 


many times. Today there exist, amon 
others, a baseball hall of fame, a cowboy 
hall of fame, an advertising and retail- 
ing hall of fame. 


But the shrine that faces the New 
Jersey Palisades from high ground on 
the western end of New York Univer- 
sity’s Bronx campus—the Hall of Fame 
for Great Americans—remains a unique 
monument to giants of achievement in 
many fields. 


In the open-air colonnade at the pres- 
ent time are the bronze likenesses of 73 
men and eight women. Some were na- 
tion builders, diplomats and statesmen. 
Some were military heroes. Others were 
poets, educators, astronomers, zoologists, 
physicists, doctors, botanists and authors 
who made outstanding contributions to 
our culture and heritage. 


A visitor to the Hall of Fame is 
greeted by these words carved on the en- 
trance gate: “Enter with Joy that those 
within have lived.” 


Walking through the colonnade, which 
winds for a quarter of a mile along the 
University Heights campus of NYU, the 
visitor sees a bronze bust and tablet for 
each of the enshrined personages. Look; 
ing out to the west and below the ca 
pus, he views the northern tip of Man- 
hattan and the Hudson and Harlem river 
valleys. 


The late Dr. Henry Mitchell Mac- 
Cracken, former chancellor of NYU and 
founder of the shrine, wanted it to 
“know no South or North; no West or 
East.” He had in mind a monument that 
would “overrule sectional and partisan 
outcry” and become an educational in- 
fluence of great value for youth. “The 
Hall of Fame,” Dr. MacCracken wrote, 
at the time of the dedication ceremonies 
in 1901, “will teach young people that 
leaders in science and scholarship may 
be as great as military and naval heroes.” 


There are many “occupants” of the 
shrine whose careers were once involved 
in sectional and partisan disputes. Now 
they are recognized for the enduring 
contributions they made to the nation, 
and party labels are forgotten. Among 
this distinguished group are Abraham 
Lincoln, Andrew Jackson, Henry Clay, 
Daniel Webster, Henry Ward Beecher 
and Booker T. Washington. And sym 
bolic of the unity that was forged in the 
strife of the Civil War, Robert E. Lee 
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and Ulysses S. Grant sit side by side in 


the colonnade. 
ty, Many of the nation’s founding fathers 
so have places in the Hall of Fame. 
George Washington, Benjamin Frank- 
lin, Thomas Jefferson, Alexander Hamil- 
ton, James Madison, James Monroe and 
Patrick Henry are honored in the states- 
men’s pavilion. 

Appropriately, the Hall of Fame is 
located on ground that played a part in 
the birth of the nation. In 1776 Wash- 
ington’s army clashed with the British 
in a bitter battle on University Heights. 
Later, from that point, British cannon 
thundered threateningly at American po- 
sitions across the Harlem River in what 
is now the Washington Heights section 
of Manhattan. 


In all, 83 men and women have been 
elected to the Hall of Fame. (Bronzes 
for two of them have not yet been in- 
stalled.) Among the “leaders in science 
and scholarship” are Maria Mitchell, a 
woman astronomer who discovered a 
comet in an age when women were re- 
stricted largely to the home; Alexander 
Graham Bell, inventor of the telephone; 
Samuel F. B. Morse, inventor of the 
telegraph; Mary Lyon, a crusader for 
educational facilities for women; Horace 
Mann, father of the public education 
system in America; John James Audo- 

@:. pioneer naturalist; Dr. Walter Reed, 
onquerer of yellow fever; and Eli Whit- 
ney, inventor of the cotton gin. 


A few of the others who have been 


honored are Mark Twain, Ralph Waldo 
Emerson, Walt Whitman, Susan B. An- 
thony, John Marshall, Edwin Booth, 
Stephen Collins Foster, James Whistler 
and Daniel Boone. 


To achieve election to the Hall of 
Fame, a candidate must have been dead 
at least 25 years. The balloting, con- 
ducted every five years, inspires wide 
public interest. 


This year (1955) is an election year. 
At the deadline for nominations in 
April, thousands of letters from all parts 
of the nation had been received. Dr. 
MacCracken would have been pleased, 
indeed, with the extent of participation 
by young people. More than a thousand 
nominations were sent in by National 
Honor Chapters in high schools in this 
country and American schools in Ger- 
many, Hawaii, Austria, Cuba, Puerto 
Rico and the Canal Zone. Many of the 
nominations were duplications, but when 
the final list had been compiled there 
were 209 names to be considered. 


Final selection of the winning can- 
didates is made by a College of Electors, 
consisting of 125 eminent Americans 
chosen for the purpose by Dr. Ralph W. 
Sockman, director of the shrine, and the 
New York University Senate. The elec- 
tors represent all 48 states and many 
fields of endeavor. Many of them are 
famous persons who may someday be 
elected to the Hall of Fame. In fact, four 
former electors, Grover Cleveland, Theo- 
dore Roosevelt, Woodrow Wilson and 


Alice Freeman Palmer (educator), al- 
ready have achieved that honor. Another 
former elector is Dwight D. Eisenhower. 


This year’s ballot contains the names 
of distinguished candidates from a host 
of fields. The College of Electors is per- 
mitted by the Hall of Fame constitution 
to select a maximum of seven for en- 
shrinement. The electors have freedom 
in voting, but they cannot go outside the 
nominations of the public. Election is 
achieved by a candidate when he re- 
ceives a majority of the votes cast. 


According to Mrs. Bertha Lyons, cura- 
tor, who has been associated with the 
elections since 1924, this year’s electors 
faced a difficult task. The caliber of the 
current candidates, she points out, is un- 
usually high. 

The Hall of Fame colonnade was de- 
signed by the noted architect Stanford 
White, and was made possible through 
the generosity of Mrs. Finley J. Shepard 
(Helen Gould). 


The scope and ideals of the shrine are 
summed up in the words carved on the 
eight pediments of the colonnade. 


The Hall of Fame 

For Great Americans 

By Wealth of Thought 
Or Else By Mighty Deed 
They Served Mankind 
In Noble Character 

In World-Wide Good 
They Live Forever More. 


4. tn 


Bronze busts of six renowned scientists 
are shown here in a section of the 
Hall of Fame for Great Americans 
at New York University. They are: 
Alexander Graham Bell, inventor; 
Eli Whitney, inventor; Louis Agassiz, 
zoologist; Maria Mitchell, astronomer; 
James Buchanan Eads, engineer; and 
Asa Gray, botanist. 
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Faculty members make the traditional 

walk through the Hall of Fame for Great 
Americans at the beginning of New York 
University’s annual Commencement exercises. 





One of the landmarks of the Bronx 
campus of New York University is the 
Hall of Fame for Great Americans. The 
national shrine contains the bronze like- 
nesses of outstanding citizens of the past 
whose lives and works are closely identified 
with the United States. Built on high 
ground overlooking the Harlem and 
Hudson valleys and the New Jersey Pali- 
sades, the Hall of Fame is an open-air 
colonnade 630-feet long. 













Twenty-one 





Secretary 


examination were certified as Certified Professional 

Secretaries at the annual meeting of the Institute 
for Certifying Secretaries held September 6 and 7 in Kansas 
City. Of these 190 new CPS holders, 189 were women. 
This makes a total of 772 persons who have been certified 
by the Institute during the five years the program has been 
in operation. 

Dr. Ruth I. Anderson of North Texas State College was 
re-elected dean of the Institute and Dr. Frances E. Merrill 
of Drake University, associate dean for 1956. Miss Sarah 
Montoya, Institute representative from NSA, was elected 
secretary. : 

This year the business education representatives met a 
day early to review the outlines for the six sections of the 
examination and to make any changes or revisions felt 
necessary. Two important changes were made which should 
be of interest to all persons planning to take the examina- 
tion in 1956. Section V, now titled General Secretarial and 
Office Procedures, has been changed to Secretarial Pro- 
cedures and will be two hours in length rather than three 
as was the case last year. Section III, now titled Economics 
and Business Administration, has been increased from one 
hour to two hours in length and will be called Business 
Administration. This section will include such areas of 
business information as occupational information, applied 
economics, business organization, management and super- 
vision and office management. These changes were recom- 
mended by many secretaries this past year. 

A number of changes were made in Institute policy at 
the meeting, which will be of interest to many of you. 
Under previous regulations any person who took the CPS 
examination might repeat sections which were not passed 
at any time after the initial attempt. Since no time limit 
was set, the records of every person who had ever taken 
the examination but who had not yet passed all sections 
had to be maintained in the active files. Because of the 
problems and expense involved in this procedure, the In- 
stitute this year passed the regulation that a person must 
complete the CPS examination within five years of the first 
attempt or begin over. Of course, the entire examination 
must be taken the first year. If a candidate wishes to take 
the entire five-year period to complete the examination, 
then she may do so in any way she chooses; but she cannot 
take more than five years from the date of her first attempt 
to complete all six sections nor can she attempt any one 
section more than three times. As in the past, if a can- 
didate does not take the examination within three years 
of the date on which her application is approved, she must 


O- HUNDRED NINETY persons taking the 1955 CPS 


Twenty-two 














by Dr. RUTH I. ANDERSON 
Dean, Institute for Certifying Secretaries 





pay a second processing fee and have her credentials re- 
evaluated. Since this is a new ruling, candidates who have 
already taken the examination but who have not yet com- 
pleted all six sections will be given until 1960 to do so. 

The Institute also ruled that a candidate will not have 
her payment refunded if she withdraws after the final list 
of test centers has been set up and the names sent to the 
test consultant and test centers. The payment will be ap- 
plied to the examination on the following year only. Since 
every effort is made to locate test centers at convenient 
points for all candidates, many test centers have only the 
minimum of ten candidates required for a center. Conse- 
quently it was felt that candidates should not withdraw 
after the final lists had been prepared. However, the pay- 
ment may be applied to the next year if an emergency 
should arise making it impossible for a candidate to take 
the examination. If a candidate withdraws or postpones 
taking the examination before the final list of test centers 
and candidates has been set up, that candidate may have 
her payment refunded or it may be applied to the next year. 

Many of you who took the 1955 examination have indi- 
cated that it would be helpful to know the results of the 
examination before schools begin their courses in the fall. 
The members of the Institute recognize that this is an im- 
portant consideration. Therefore, this next year every 
effort will be made to get the notification letters to the 
1956 candidates before September. 

Many of the persons who have been notified by the 
Qualifications Committee that they were ineligible to take 
the CPS examination have asked why they are not given 
the reasons for their ineligibility. Because the bulk of the 
applications are received just before the deadline, the Com- 
mittee on Qualifications is swamped with applications 
which must be processed by the middle of March. This 
gives the dean two weeks to compile the list of candidates 
and arrange for test centers. Approximately one week is 
required for the test consultant to send admittance cards 
to the candidates and supply examination materials and 
manuals to the test centers. Because so many applications 
must be processed in a relatively short time, it is impos- 
sible for the Qualifications Committee to write personal 
letters to all rejected applicants at the time of rejection. 
However, in 1956 the Chairman of the Qualifications Com- 
mittee will send a form to each rejected applicant indicat- 
ing the total amount of experience which the committee 
was able to verify with each employer, together with a 
letter stating she will be glad to send a more detailed ex- 
planation later when the committee has finished reviewing 
applications, if the applicant wishes. 
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BALFOUR CHRISTMAS GIFT MART 





PHOTO CASE 


Softly padded cover with bronze edges 
and frame. 37g” x 5” x 1”. NSA crest 
on cover. 
20001 Blue Texol or Reddish Brown 
Texol (specify color) $2.75 





GYPSY DANGLES 


So smart and distinctive mounted with 
your NSA insignia. The dangles are 
144” in diameter with a gleaming 
engine-turned design. 


wosees§ 2630 


including tax 


20446 Jeweler’s Bronze 


GIFTS for NSA friends, retiring 
officers or for your own personal 
use. Enjoy the distinction that only 
the NSA member may have of 
wearing the beautifully-enameled 
insignia mounted on a piece of at- 
tractive jewelry. 





TAILORED COLLAR PIN 


The perfect pin to wear with your 
tailored shirts. Matching cuff links also 
available in the oval medallion design 
with beaded edge. Gold Plated. 


20524 Collar Pin wo 1.35 
14229 Cuff Links 28 


including tax 


GIFTS FOR RETIRING OFFICERS 
Show your appreciation of retiring offi- 
cers by presenting each with a special 
gift crested with your NSA insignia. 
Select from the variety grouped here. 
The gift that lends glamour is the gift 
she will like! 


HOW TO ORDER 

Send orders directly to the National Sec- 
retaries Association, 25 East 12th Street, 
Kansas City 6, Missouri. 

The L. G. Balfour Company is proud 
to manufacture the official insignia for 
The NSA. All orders should be sent di- 
rectly to your national headquarters at 
address given above. 








BLACK VELVET EVENING BAG 
Luxurious black velvet bag includes 
comb, compact and has beige lining, par- 
tition for hanky. Size 53” x 3%” x 
14”. 


25001 Black Velvet eee 


including tax 





HERALDIC PENDANT 


In medival style has polished disc 2” in 
diameter and 26” heavy-link chain. Old- 
fashioned swivel watch fob style attach- 
ment. 

26004 Gold Plated.........................$2.70 


including tax 


to Bat OLUf CoMPANY 
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ATTLEBORO, 


MASSACHUSETTS 


Twenty-three 





NEWS... 





FRANCES ALLEY 
1832 East 2nd Street 
Wichita, Kansas 


SOUTHWESTERN DISTRICT 


Tower Lights Chapter (Austin, Tex.) 
members are raising money for their an- 
nual two year university scholarship for 
a deserving high school graduate by 
manning hot dog stands at the Univer- 
sity of Texas Memorial Stadium during 
the football season. By wearing gold and 
red aprons and caps with “NSA” and 
“Secretary” on them, the project is now 
identified as a worthy cause of a profes- 
sional organization. 

* * * 


Members of Poppy Trail Chapter 
(Fresno, Calif.) entertained visiting 
Eleanor Damko, past president of Lake 
Shore Chapter (Chicago, Ill.) at a Junch- 
eon. The chapter presented one of the 
bi-annual $50 Junior College business 
scholarships to Corinne Blume. The an- 
nual “Round-up Breakfast” for prospec- 
tive members was held at the Sierra Sky 
Ranch. 





* * * 


A most successful workshop was spon- 
sored by the Anacacho Chapter (San 
Antonio, Tex.). Subjects covered were 
Human Relations for the Secretary, Ad- 
ministrative Responsibilities, Making 
Progress on the Job, Secretarial Prac- 
tices, Business Law, Good Grooming and 
Latest Fashions. Attendance included 
members of Corpus Christi, Austin, 
Houston, Laredo, Port Arthur and sur- 
rounding chapters. Speakers were Ger- 
trude Birkman, CPS (Houston, Tex.) ; 
General J. C. Gordon; Dr. John L. Mc- 
Mahon, president of Our Lady of the 
Lake College; Dr. Lois Morrison, dean 
of women, San Antonio College; and 
Roger Hill, vice president of Maverick- 
Clarke. 


Twenty-four 






photographs reads from left to right. 


Thirty-six members of Big D Chapter 
(Dallas, Tex.) attended the Texas- 
Louisiana-New Mexico Division meet- 
ing at Carter Field Airport (near Ft. 
Worth), with Division President Vir- 
ginia Bell presiding and Dr. Ruth An- 
derson speaking on the CPS examination 
changes. The chapter is having a Finance 
Forum study course consisting of eight 
weekly meetings with outstanding speak- 
ers. Subjects being covered are Banking 
Services, Credit, Income Tax, Invest- 
ments, Current Economic Problems and 
Trusts and Estates. 

* * * 


September saw Houston Chapter 
(Tex.) celebrating its seventh birthday 
with a party. A birthday cake was served 
and radio artist Minerva Black was fea- 
tured. The chapter held its fall Member- 
ship Tea at the Houston Club. State 
Treasurer, Linda Newson (Corpus 
Christi) was special guest and speaker. 
Guests included members of Mainline 
Chapter (Galveston, Tex.). Eleven new 
members were initiated. Houston Chap- 
ter installed the Tall Timbers Chapter 
(Nacogdoches, Tex.) September 24 at 
a luncheon in the Fredonia Hotel in 


Unless otherwise noted, identification of 


Nacogdoches. Thirteen charter members 
were initiated. Billie Jo Jumper is presi- 
dent. 

* * * 

Kansas City, Missouri, Chapters at- 
tended the American Society of Training 
Directors’ dinner meeting September 19. 
Past National Treasurer, Kitty Cote’ 
(Westport Chapter) acted as moderator 
for the discussion on “What the Boss 
Expects and What a Secretary Expects.” 
Panel included Westport Chapter mem- 
bers Mrs. Irene Lage and Patricia Ann 
Pierce. Westport Chapter (Kansas City, 
Mo.) netted $100 for its Scholarship 
Fund by a fall rummage sale. This proj- 
ect of fun and hard work secured edu- 
cational opportunities for others. 

* * * 






e 


Little Rock Chapter ( Ark.) nosresseA 


the Arkansas-Missouri-Kansas-Oklahoma 
Regional Meeting September 17-18. Mrs. 
Eleanor Lavelle, SWVP, conducted the 
business sessions, bringing National 
plans for the year to the members. The 
business sessions, panels and speakers 
carried out the theme “The Secret of 
Success Is Constancy to Purpose.” An 
NSA panel of Mrs. Olive Mobley (Ar- 





Modeling the latest fall fashions at the seventh annual men’s and women’s fashion show 
for the benefit of the Santa Monica Chapter’s scholarship award are: Earl Rothgeb, 
member Amy Alcorn, E. L. Morgan, former member Mrs. Nancy Briggs, Eugene Kali- 
her, Ann Olson, chapter president, Jerry Dalton and James Berry. 
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kansas), Margaret McCormick ( Missou- 
ri), Frances Alley (Kansas) and Vir- 
ginia Bell (Texas) was conducted on 


“How to Improve Our Association and 
ts Functions,” with members participat- 


ing in the discussion. An educational 
panel was presented Saturday afternoon. 
The subject “Here Today—Where To- 
morrow” was discussed. Mrs. Eloise 
Hackman (Little Rock Chapter) repre- 
sented the Secretary; Finley Vinson, 
First National Bank, Little Rock, repre- 
sented Business; and Annie Mae Moore 
(Austin, Tex.), NSA representative on 
CPS Institute, represented Education. 
Bobbie Forster, Radio Station KXLR, 
was panel moderator and conducted the 
question and answer session. Banquet 
guest speaker was Hugh B. Patterson, 
Jr., publisher of The Arkansas Gazette. 
The meeting closed Sunday morning 
with an NSA message by Mrs. Eleanor 
Lavelle on “Assets and Liabilities of 
NSA.” Mrs. Zenobia Lewis reported on 
the Home Association structure and 
what is being done on the project. 
* * * 


Over 400 guests attended the seventh 
annual benefit fall fashion show spon- 
sored by the Santa Monica Chapter 
(Calif.) at the Del Mar Club September 
30. Proceeds went to the chapter's edu- 
cation scholarship for a deserving high 
school secretarial student. Distinguished 
guests included Congressman and Mrs. 
Donald L. Jackson; Mayor and Mrs. Ben 
Barnard and Chief of Police and Mrs. 
Otto Faulkner. Members Amy Alcorn 
and Jerry Dalton were among the mod- 
els. Joe Marino, well’ known pianist and 
arranger, led an instrumental trio for the 
show and excerpts from “Oklahoma” 
were presented by the Douglas Glee- 
masters. Tribute was paid to guest of 
honor, Mrs. Alice Huntley, “Secretary 
of the Year.” She was introduced by 
Congressman Donald Jackson. 

* * * 


Despite 110° September temperatures, 
Wilshire Chapter (Los Angeles, Calif.) 
President, Edythe Berube, was hostess 
to the chapter at a patio dinner and 
business meeting. Wilshire Chapter was 
represented at the dedication of the 
addition to St. Anne’s Maternity Home, 
which is one of the chapter's civic 


projects. 
* * * 


Twenty-five members of Los Angeles 
Chapter (Calif.) are attending a nine 
weeks refresher course at Los Angeles 
Junior College of Business. This course 
on Office Practice and Executive Secre- 
tarial Procedures is conducted in cooper- 
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ation with the Los Angeles Chapter and 
is for non-members as well as members 
of surrounding NSA chapters. California 
Division President, Mrs. Marie Bishop, 
was guest of the chapter at the Septem- 
ber meeting and spoke briefly on Divi- 
sion Organization. 
* * * 

Minisa Chapter (Wichita, Kan.) 
President Victoria Simpson and members 
Nola Babb, Evelyn Nicholson and Fran- 
ces Alley flew to Little Rock in Septem- 
ber for the Regional Meeting. October 
19 Minisa members were dinner guests 
of Boeing Airplane Company prior to 
a tour of office and production areas. 
Boeing Wichita employs approximately 
25,000 people, including nearly 5,000 
women. The tour familiarized the group 
with the manufacture of the B-47 strato- 
jet medium bomber and B-52 strato- 
fortress global bomber, which are used 
in SAC (Strategic Air Command), a 
vital arm of our national defense. 

* * * 

Despite inclement weather, the Port 
Chapter (Lake Charles, La.) had its an- 
nual picnic supper and social hour in 
September. Chapter members served as 
ushers at the annual meeting of the 
Association of Commerce, rendering a 
civic duty and acquainting local busi- 
ness men with NSA. Bonnie Mae Smith, 
co-ordinator of City of Lake Charles 
Schools, is conducting a self improve- 
ment course for members by studying 
the book “How to Become a Better 
Reader” by Paul Whitty. 

* * * 

Superstition Chapter (Mesa, Ariz.) 
and Valley of the Sun Chapter (Phoenix, 
Ariz.), the youngest and oldest Arizona 
Chapters, combined summer events with 
a dinner at Cowmen’s Club in Phoenix 
and a swimming party at the Mesa 
Country Club. 


* * * 


Proceeds from the bingo party at the 
Cowmen’s Club went to the newly estab- 
lished Scholarship Fund of the Valley of 
the Sun Chapter (Phoenix, Ariz.). The 
first Workshop conducted by the chap- 
ter October 22 at Hotel Westward Ho 
was very successful. 

* * * 

Arizona Division President Dorothy 
O'Rourke is presiding at the First Divi- 
sion Meeting to be held in Phoenix at 
the Hotel Westward Ho the week end 
of November 19 and 20. 

* * * 

With the initiation of five new mem- 
bers at a candlelight ceremony at Irvine 
Coast Country Club on Newport Harbor, 


a patio barbecue party at Mrs. Ella Mae 
Morris’ home, staffing the American 
Heart Association Booth at the Orange 
County Fair, the summer activities of 
Orange Empire Chapter (Orange Coun- 
ty, Calif.) were concluded. The Septem- 
ber dinner meeting was held at Knott's 
Berry Farm with guests from Queen 
Beach Chapter (Long Beach, Calif.). 
President Peg Dozier announced the 
chapter's award of a silver dish by Na- 
tional for highest percentage member- 
ship increase. 


MARGARET A. HANSEN 
240 N. 21st Street 
Salem, Oregon 


NORTHWESTERN DISTRICT 


The first Regional Convention in Re- 
gion 2, Northwestern District, was hos- 
tessed by Book Cliff Chapter (Grand 
Junction, Colo.) September 16-18. An 
“Early Bird” welcome party was given 
the first evening at the home of Viola 
Alstatt and Georgia Warren. The busi- 
ness session was presided over by North- 
western Vice President Martha Rosa- 
mond, following Mayor Herbert Wright's 
welcome to the city. Coordinator of a 
panel on “A Plus 3 Formula—The A- 
B-C Way” was Margaret Hesemann, 
junior past Northwestern vice president. 
Speakers and their subjects were Meta 
B. Will, director of the National Secre- 
taries Home Association, “Public Rela- 
tions in Our Association”; Cecil S$. Hay- 
nie, attorney, “Public Relations in Our 
Business” and Rex Howell, president of 
the local Chamber of Commerce, “Pub- 
lic Relations in Our Community.” Con- 
cluding a question period, the coordina- 
tor summarized the conclusions reached 
by the panel. Other features included 
“Our Casebook” and “The CPS Story” 
presented by Mary G. Suvanto, member 
of the National Casebook Committee 
and Dr. Frances Merrill, associate dean 
of the Institute for Certifying Secreta- 
ries, respectively. Edythe Somerville was 
toastmistress for the banquet, at which 
Dr. Thomas K. Mahan was guest speaker. 
Doctor Mahan’s topic revolved around 
the necessity of Equanimity in Living. 
The decor carried out the leading indus- 
try in Grand Junction—uranium. Ear- 
rings made of uranium ore samples were 
presented to each member present. 





Twenty-five 








from the four corners of the NSA 








Theme of Kachina Chapter’s (Pueblo, 
Colo.) first boss night dinner was “Big 
Cheese, Little Cheese.” The big cheeses 
(bosses) received mousetrap-shaped 
desk paperweights and correspondence 
holders from their hostesses. Special 
awards also went to a select group who 
qualified. Principal speaker for this oc- 
casion was Byron Lopp of the Central 
Bank & Trust Company, Denver. His 
topic “The Human Phase of Human 
Relations” explained the uses of science 
in today’s industrial and business world. 
Other featured speakers were Mrs. Wil- 
liam Smith and Mrs. Muriel Swayze of 
Evergreen Chapter (Denver, Colo.) who 
outlined the history, functions, goals 
and values of NSA. 


* * * 


At a dinner meeting for 20 members 
and 3 guests, delegate Mrs. Mazie Clark 
of Teepee Chapter (Pocatello, Idaho) 
gave a resume of National Convention 
proceedings, as well as some interesting 
behind-the-scenes operations. 

* * * 

September is birthday month for all 
Blackhawk Chapter (Davenport, Iowa) 
members. Everyone draws a name earlier 
in the year and then brings a gift for a 
mass birthday party in celebration of all 
birthdays. Decorations consist of the 
colorfully wrapped gifts surrounding a 
huge cake. A cooperative enterprise of 
this chapter and the Jayce-ettes was ar- 
ranging the annual program for the 
Group Action Council's annual dinner 


in October. 
. * * 


Florence Meyer, account executive of 
the Merrill-Lynch, Pierce, Fenner & 
Beane stock brokers, recounted interest- 
ing and puzzling situations confronting 
the Board to members of Hawkeye 
Chapter (Des Moines, Iowa) at its Sep- 
tember meeting. Her remarks were so 
intriguing that the members threaten to 
form an investment group of their own! 
A rare treat experienced by this chapter 
was a guided tour through Governor 
and Mrs. Leo Hoegh’s mansion in Oc- 
tober. Copies of The Secretary are being 
sent to five local high schools, two busi- 
ness colleges and the city library as a 
means of publicizing and directing fur- 
ther attention to NSA. 


Twenty-six 





Members largely responsible for the suc- 
cess of the Regional Convention hostessed 
by Book Cliff Chapter (Grand Junction, 
Colo.) were: Eleanor Guccini, chapter 
pres.; Martha Rosamond, NWVP; Aura 
Smith, convention chairman; and Geral- 
dine Pate, div. treas. of Wyoming, Idaho 
and Utah. 


“Your Heart” was the subject of a 
talk to the Robert Lucas Chapter (Iowa 
City, Iowa) members at the regular 
meeting in October. The speaker who 
brought this vital message to the group 
was the education chairman of the 
County Heart Association. Other topics 
which made a hit were “Good Groom- 
ing” presented by the chapter's Educa- 
tion Committee, and “Craft Ideas” by 
Mrs. Iola Martin, owner of a hobby shop. 


* * * 


An interesting and realistic program 
on Civilian Defense was the spring 
board for Sioux Chapter’s (Sioux City, 
Iowa) 1955-56 activities. General Hal- 
lar, chairman of Woodbury County Ci- 
vilian Defense, and C. H. Jandt, director 
of Sioux City’s Ground Observation 
Corps, showed a film depicting the func- 
tions and importance of the Ground Ob- 
servation Corps. As a result, several 
members volunteered to take turns at 
sky watching. The Omaha, Nebraska, 
Regional Convention on September 24 
and 25 was attended by seven members. 

* * * 


A “quiz” program on the Chattanoo- 
ga Convention disclosed pertinent in- 
formation to Ak-Sar-Ben Chapter 
(Omaha, Neb.) members at their meet- 
ing in September. Gertrude Micheels, 
Mrs. Lily O’kura and Mrs. Thurma 


Members of Cascade Chapter (Salem, 
Ore.) cooperated with the County Tuber- 
culosis and Health Assoc. in the prelimi- 


nary work of the annual Christmas Seal 
Campaign. Pictured are: Mrs. Alice ig 


pres.; Mrs. Margaret Hansen, County Ser 





ice rep.; Mrs. Wilma Burchell, Maymayy 
Smith, Mrs. Mabel Marquiss and Mrs. 
Marian Darling. 


Hayes did an outstanding job at answer- 
ing questions directed to them. 

Guest speakers at the September meet- 
ing of Oregon Trail Chapter (Portland, 
Ore.) were Mr. and Mrs. John Helmer, 
Jr—Two Vagabonds Abroad—who vis- 
ited 35 countries from Sweden to the 
Sahara. Their 3-D travel chat left the 
impression that traveling is fun and not 
too expensive. The members of this 
civic-minded chapter assisted in secre- 


tarial work connected with the Hear® 


Foundation and the Portland Women’ 
Forum. At the October dinner meeting, 
Special Agent Frank J. Kenney, of the 
United States Secret Service, showed a 
film on “How Not to Make Money.” 
Two additional Oregon Trailers have 
joined the ranks of CPS—Miss Phyllis 
Gurney and a transferee from Denver. 
The second workshop conducted on Oc- 
tober 8 was held at Portland State Col- 
lege. The general theme, “Plus 3 Formu- 
la,” was employed, using a sub-theme of 
Education Plus Management Plus Secre- 
tary Equal Success, the primary objective 
being to promote interest in study 
groups for the CPS examination. Prom- 
inent educators and business personnel 
(too numerous to mention) responded 
enthusiastically when called upon to take 
part in the program. A CPS panel con- 
cluded the workshop with the ever pop- 
ular “Information Please.” 
* * * 


At the September dinner meeting, 
member Amanda Reimers of Mt. Rush- 
more Chapter (Rapid City, S$. Dak.) re- 
ported on her recent trip to Sweden and 
exhibited pictures and handwoven work. 
Four members attended the Nebraska- 
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South Dakota Regional Convention in 
Omaha, Neb., September 23-25. A study 
course in business law is being taken by 
a majority of the members. 

* * * 


“Big Wheel and Little Wheel” was 
the theme of Sal-Ute Chapter's (Salt 
Lake City, Utah) annual boss night din- 
ner in October. Judge Phil L. Hansen 
was emcee, and W. Keith Wilson, of the 
Adult Probation and Parole Board, spoke 
on “Women in Conflict.” Scrolls were 
presented to the bosses attending din- 
ners for five or more years. 







* * * 


At the September meeting, a trip via 
magic carpet was taken by Lomond 
Chapter (Ogden, Utah) members to 
Iran and Teheran through the medium 
of slides shown by Miss Phyllis Smout, 
Public Health nurse, who served for two 
years under the United States Govern- 
ment’s Point Four Program in Iran. Miss 
Smout displayed jewelry, objects of art 
and dolls attired in native costume. Two 
members attended the Regional Conven- 
tion at Grand Junction, Colorado, Sep- 
tember 17 and 18. 


* * * 





An original skit “Atomic Secretary— 
Year 2000” by members of Teton Chap- 
ee ter (Casper, Wyo.) furnished the enter- 
tainment for boss night dinner in Octo- 
' r. Decorations and favors followed the 
a amare supersonic, radar motif. 
Plans are already being formulated for 
the 1956 Regional Convention for which 

this chapter will be hostesses. 





ROSA MILLER 
P. O. Box 672 
Hickory, North Carolina 


SOUTHEASTERN DISTRICT 


Miami Chapter (Fla.) celebrated its 
third birthday with Dr. H. Franklin 
Williams, dean of students at the Uni- 
versity of Miami, as guest speaker. In 
keeping with the Miami Chapter’s theme 
“United Nations,’ Dr. Williams talked 
about his recent visits in Jerusalem and 
Asiatic countries. Table decorations rep- 
resented the different nationality traits 
f the members. Ten new members 
were initiated and three charter mem- 
bers reinstated. 
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The first fall meeting of Delaware 
Chapter (Wilmington, Del.) consisted 
of a membership-participation program 
reporting summer activities. A member 
of the Delaware Wing of the Civil Air 
Patrol, Mrs. Margaretta Chadwick, gave 
a review of a training operation carried 
out with a large group of members of 
the Junior Civil Air Patrol. The weekly 
Friendship Luncheon table is again in 
operation and members come and go at 
the Hotel Rodney between 12 and 2 on 
Tuesdays. 


* * * 


The Spindlette Chapter (Gastonia, 
N. C.) had a benefit party and sold 
chances on a wing back chair to replen- 
ish their treasury. Members assisted the 
Heart Association at the annual fair by 
passing out literature and demonstrating 
a machine. At the September meeting, 
the IBM film, “The Right Touch,” was 
shown. 

* * * 


The Memphis Chapter (Tenn.) held 
a kick-off dinner for the fall CPS Study 
Course. President Margaret Sandefur 
presided and Mr. Sam Britt, personnel 
director, First National Bank, was the 
main speaker, talking on “Management's 
Need of CPS.” Special guests were the 
dean and faculty of the Business Ad- 
ministration School of Memphis State 
College. The Study Course began Octo- 
ber 4, and will continue for thirty week- 
ly lecture-discussions. 


The Under-The-Stars Party of this 


chapter was a Coney Island party, held 
in Colonel Roane Waring’s backyard. It 


was a huge success with peep shows, 
games of chance, fortune telling, bingo, 
etc. 

* * * 

Selling rain hats to replenish their 
treasury is a project of the James F. 
Byrnes Chapter (Spartanburg, S. C.). 
Kitty Nowell, CPS, president of the 
Queen Charlotte Chapter (N. C.) spoke 
on the “Certified Professional Secretary 
Program,” and three new members were 
initiated at the September meeting. 
Members are assisting in the Community 
Chest Drive by soliciting funds from 
legal secretaries. 

* * * 

At the August meeting of the Jack- 
sonville Chapter (Fla.), Mr. J. R. Nor- 
man, manager of the Pittsburgh Plate 
Glass Company, presented some inter- 
esting and informative data concerning 
paint and color. He previewed the 
“Color In Action” booklet, which simply 
and completely explains the modern 
method of painting. A film entitled 
“Color Dynamics for The Home” was 
shown. 

* * * 


Again the Louisville Chapter (Ky.) 
is co-sponsoring the CPS study course 
with the University of Louisville. The 
chapter is also cooperating with the 
Polio Drive by addressing envelopes for 
their campaign. 

* * * 


The Savannah Chapter (Ga.) con- 
ferred an honorary life membership on 
Stella Akin, prominent woman attorney. 
Miss Akin is reported to have been the 





The Huntsville Chapter (Ala.) participated in the recent celebration of Huntsville’s 


150th Anniversary by forming the 


Cotton Blossoms Chapter of Sisters of the Swish. 


Seated: Mrs. Edna Enfield, Mrs. Billie Grosser, Mrs. Lois Jones, Mrs. Winifrede Lackey, 
Helen Hughes, Helen Acuff. Standing: Geneva Hill, Mrs. Mamie Fisher, Mrs. Frances 
Nelson, Eulene Taylor, Mrs. Martha Reynolds, Mrs. Ollie Johnston, Kathleen Johnson 


and Mabel Hughes. 


Twenty-seven 








from the four corners of the NSA 








first woman lawyer in Georgia when 
she was admitted to the bar one day 
before her twentieth birthday. She is 
one of Savannah's first women secre- 
taries and has contributed much to pav- 
ing the way for women in the business 
and professional life in Savannah. Her 
contribution to the Savannah Chapter 
has been in the form of teaching classes 
in parliamentary law, giving her help 
on parliamentary procedure and her sup- 
port in helping put the position of sec- 
retaries on a professional basis. 
* * * 

“Human Relations Across the Secre- 
tary’s Desk” was the subject chosen by 
Dr. Theodore H. Blau, when he spoke 
to the Tampa Chapter (Fla.) members 
in September. Dr. Blau is director of 
Clinical Services for Bryon Harless and 
Associates and supervising clinical psy- 
chologist and director of research for 
Anclote Manor Psychiatric Hospital in 
Tarpon Springs, Florida. 

* * * 

Donna Lamer, a sophomore at St. 
Petersburg Junior College, was intro- 
duced to the membership of the Gulf- 
To-Bay Chapter (St. Petersburg, Fla.). 
She was awarded the $100 scholarship 
given annually to a second-year junior 
college student to enable her to complete 
her secretarial studies. 

* * * 

Two films were shown at the Septem- 
ber meeting of Durham Chapter ( N.C.) 
—"The Right Touch” produced by IBM, 
and a United Fund film showing the 
ways contributions to the Fund are being 
used to make a better community. 

* * * 

At the September dinner meeting, 
members of the Executive Chapter 
( Washington, D. C.) were shown slides 
of a trip to Mexico taken by Mrs. Vir- 
ginia Rives and a cross-country trip 
taken by Mrs. Lucille McCracken. Mr. 
Victor Orsinger was guest speaker and 
also entertained the members with his 
accordian. A new feature of the meeting 
was the appearance of the “mystery girl.” 

* * * 

Jeanine Sheibe, a member of the Fort 
Lauderdale Chapter (Fla.) accepted spe- 
cialized training by the Department of 
State and has received a two-year ap- 
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pointment in Athens, Greece. She is now 
foreign chapter reporter, contributing an 
article monthly to the chapter bulletin, 
relating her activities in Athens. 

* * * 

Marie Starr, Florida’s state president, 
and Sue Litsey, president of the Fort 
Lauderdale Chapter were among the 
city and county officials who welcomed 
a group of Congressional Secretaries va- 
cationing in Miami, for a one-day visit 
in Fort Lauderdale and attended a lunch- 
eon in honor of the secretaries. 

* * * 

Oak Ridge Chapter (Tenn.) added a 
new chapter when they installed the 
Tri-Cities Chapter ( Johnson City, Tenn. ) 
October 8. The new chapter was so 
named because it embraces neighboring 
cities—Elizabethtown and Johnson City, 
Tenn., and Bristol, Tennessee-Virginia. 

Oak Ridge members had a fashion 
show and card party at the Oak Terrace 
Ballroom, which was transformed into 
an oriental palace, The Taj Mahal. Ex- 
otic fashions with the Far East accent 
were shown. 


DoroTHyY LEWIs, CPS 
25 N. County 
Waukegan, Illinois 


NORTHEASTERN DISTRICT 


Glass City Chapter (Toledo, Ohio) 
visited Europe by proxy during its Sep- 
tember 20 meeting, viewing the phono- 
graphs taken by member Esther Thomas 
as she told them of her seven weeks 
summer tour of England, The Nether- 
lands, Belgium, Germany, Switzerland, 
Italy and France. 

* * * 

Conestoga Chapter (Lancaster, Pa.) 
aided in providing relief for the state’s 
flood-stricken through sponsorship of a 
linen drive. More than forty cartons of 
linens were collected and forwarded to 
chapters in the Scranton-Wilkes-Barre 
areas, who willingly assumed the respon- 
sibility of seeing to distribution among 
the neediest. 





Norwalk Chapter (Conn.) celebrated 
its first birthday in October with a party 
at the Shore and Country Club, enter- 


* * 


taining, as guests, members from nearby a 
chapters. 
* 


Quaker City Chapter (Philadelphia, 
Pa.) sponsored a Business Theory for 
Secretaries Course at Temple University 
commencing September 19, which has 
forty-seven enrollees. The chapter also 
sponsored a Thursday night course in 
Secretarial Accounting. Both courses are 
taught by University staff members in 
its regular curriculum for the evening 
School of Business and Public Adminis- 
tration. 

* * * 

Pennsylvania Division Vice President 
Doris Snellinger was guest speaker at the 
White Rose Chapter (York, Pa.) Sep- 
tember 21 meeting. Her topic was 
“Know Your NSA.” White Rose Chap- 
ter conducted its first Secretarial Work- 
shop November 5 at the Yorktowne 
Hotel. Marian Oyler served as general 
chairman. 

* * * 

Harrisburg Chapter (Pa.) is present- 
ing a scholarship this year, for the first 
time, to an outstanding commercial stu- 
dent of one of the local high schools. 

* * * 

Forest City Chapter (Cleveland, Ohio) 
featured a “This Is Your Life” skit at 
its Boss Night Party November 9, using) 
it as a vehicle for choosing the Boss o 
the Year. 

* * * 

Detroit Transcript Chapter ( Mich.) 
visited Windsor Chapter (Ontario, Can- 
ada) in October. Windsor Chapter and 
its 25 charter members were installed in 
June by Detroit Transcript. 

* * * 

Services of Altoona Chapter (Pa.) 
have been volunteered again this year 
to type 35,000 envelopes for the Crip- 
pled Children’s Society. 

* * * 

Yo-Mah-O Chapter (Youngstown, 
Ohio) observed its tenth birthday at a 
dinner meeting on September 13. A busy 
year has been planned, commencing 
with the chapter's ninth annual style 
show October 26. The proceeds from 
this event are applied to the scholarship 
fund to provide a two year secretarial 
course at Youngstown University. 

* * * 


Stamford Chapter (Conn.) worked , 
with the Chamber of Commerce ng ae 


compiling the statistics on a traffic sur- 
vey made recently. 
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2 Miss Veronica Oslizlo, Duneland Chapter 
(Gary, Ind.), one of the “model” secre- 
taries of the chapter’s second annual style 

S show. 


Syracuse Chapter (N. Y.) had a 
United Nations at its September meet- 
: ing, and these distinguished guests: 

Mary Agnes Soldhana, of Nagpur Wom- 
en’s College in India, now studying 
under the Fulbright program at Syra- 
cuse University for her Doctor's Degree 
‘ in Business Administration; Emerald 
‘ Balboa, Syracuse University student of 
Philosophy, from the Philippine Islands; 
Mrs. Torkus Ataov of Turkey, a trans- 
lator of books and prospective Syracuse 
student, already possessing a degree in 
a ociology; and Marsha Frink, foreign 
J student guide (informant, advisor and 
counselor of female foreign students) 
at the University. Feminine customs in 
the countries represented were discussed. 
Miss Soldhana and Miss Balboa wore 

| their native costumes. 

* * * 

With some 700 Achievers from all 
parts of the United States in attendance, 
Junior Achievement, Inc., conducted a 
Secretary of the Year Contest during its 
annual conference at Miami University, 
Oxford, Ohio. The Judges’ Committee 
was composed entirely of NSAers: Mrs. 
Evelyn G. Day, Ohio Division president; 
Margie Ater, Ohio Division secretary; 
and Martha Schroder, CPS, Cincinnati. 
Each entrant had served as secretary of 
her JA (miniature company) sponsor. 
Mrs. Day reported mighty fine secre- 
tarial material in the contestants inter- 
viewed. Louise McCarthy, Cleveland, 
Ohio, was selected as winner; Patsy Du- 
gle, Lorain, Ohio, second. 

* * * 

Fort Venango Chapter (Franklin, Pa.) 
participated in observing Venango 
County’s 150-year anniversary. Marian J. 
Hoffman served as secretary of the 
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Sesquicentennial Association, managing 
its office. Ruth M. Parker was editor 
of the Souvenir Historical Book. Mrs. 
Norma Jean Sanford organized typing 
teams to handle souvenir book scripts 
and assist with the parade agenda. Doro- 
thy McElhaney was chairman of the pic- 
ture committee which scanned the many 
old pictures available and selected those 
used for the celebration. Mrs. Margaret 
Rennard also assisted in the office and 
all members helped with the typing. 
* * * 


The Ways and Means Committee of 
Merrimack Valley Chapter (Lowell, 
Mass.) held a greeting card and station- 
ery sale at the October meeting. 

* * * 

Philadelphia Chapter (Pa.) Ways and 
Means profited from a sponsored per- 
formance of “South Pacific” at the Val- 
ley Forge Music Fair in early September, 
as well as from a chapter outing at the 
cabin of the committee chairman, Doro- 
thy Wylie, in Sumneytown, Pa. 

* * * 

Zanesville Chapter (Ohio) coffers 
gained from a mystery prize raffle at the 
September meeting and from a rummage 
sale the same month. Its Educational 
Committee is keeping in step with an 
eight weeks lecture and study course. 
The Program Committee launched the 
season by offering speakers Ray White, 
secretary to Ohio Governor Frank Laus- 
che, and Herbert Evans, vice president 
of Peoples Broadcasting Company, Co- 
lumbus, Ohio and honorary Columbus 
Chapter member, as component parts 
respectively of a program entitled, “The 
Male Secretary and The Boss.” 

* * * 

Glider Chapter (Elmira, N. Y.) was 
hostess to Ithaca Chapter (N. Y.) in 
September. New York Division Vice 
President Marie Hallahan announced 
tentative committee chairmen and agen- 
da for the Division meeting scheduled 
in Elmira in May, 1956. 

* * * 

“Red Feather” assistance was given 
the Community Chest by Valley Chapter 
(Aurora, Ill.) in September. 

* * * 

Naneen Wendler of Newport Chap- 
ter (R. I.), also a director of the local 
Players Guild, presented the chapter's 
program—a member-participation read- 
ing of selections from “The Women.” 

* * * 


The scholarship award given by Shore- 
land Chapter (Waukegan, Ill.) to a 
local high school senior planning fur- 
ther secretarial training is being in- 
creased this year from $50 to $100. 








Duneland Chapter (Gary, Ind.) pre- 
sented its second annual style show Sep- 
tember 9. Over 350 watched the “model” 
secretaries parade their “Fashionata” cos- 
tumes in the Hotel Gary ballroom. Mrs. 
George Atkinson was chairman and di- 
rector of the 18 NSA models. 


* * * 


Approximately 450 hours were do- 
nated by members of Abraham Lincoln 
Chapter (Springfield, Ill.) in manning 
the TB Chest X-Ray booth at the Illinois 
State Fair. Cards were filled out for the 
many visitors wishing to utilize the serv- 
ice offered by the Mobile Unit. 


Pittsburgh Chapter (Pa.) volunteered 
again this year during the United Cere- 
bral Palsy Telethon. The fourteen-hour 
stint was worked in shifts, processing 
pledges received by telephone and mail. 
TV personalities Bill Cullen and Polly 
Bergen headlined entertainment offered. 
Many other wellknown celebrities also 
appeared on the program. 

* * * 


Codi Chapter (Canton, Ohio) helped 
celebrate Canton’s Sesquicentennial, 
handling all advertising for the official 
program book and entering a float in 
the three hour parade, which was viewed 
by 100,000 people. The red and gold 
float depicted secretaries of yesterday 
and today. Arlene Farnham enacted the 
secretary of yesterday in an office setting 
complete with wooden floor, roll-top 
desk and ancient typewriter—a Smith- 
Premer. Gwen Denzer presided over the 
ultra-modern office of today. Float ar- 
rangements were handled by Elizabeth 
Myers, Codi president, who was also 
chairman of the Historical Program 
Committee, (made up of Codi mem- 
bers) which sold over the $10,000 worth 
of advertising allotted the program book. 


Time out for a snack is enjoyed by M.C. 
Bill Cullen, left, and lovely Polly Bergen, 
right, who came to Pittsburgh especially to 
handle the UCP Telethon. Enjoying Mr. 
Cullen’s humor are Catherine McCulloch, 
and Elizabeth McCulloch, standing, and 
Editor Jerry Hill, seated, members of the 
Pittsburgh Chapter (Pa.). 



















Are You a Professional 
Secretary? 


(continued from page 19) 


in letters, how he handles busi- 
ness affairs, when he is likely to 
say “no” and “yes.” 

3. On a new job, learn rapidiy and 
do not try to change things for 
at least six months or so. 

4. When you feel a change is desir- 
able, work it out carefully, put it 
on paper, introduce it carefully 
and then invite your employer to 
take the “bugs” out of it. 

5. Always build up your office and 
your employer when talking with 
other people. You will begin to 
believe what you say, and you 
will be happy in your work. 

6. Accept new responsibilities free- 
ly—invite them! 

7. Do your part to boost the office 
morale, and never indulge in gos- 
sip. 

8. Never stop. learning. Keep up 
with the new gadgets on the mar- 
ket. Keep studying; go back to 
school from time to time and see 
what’s new in your field. 

9. Belong to The National Secre- 
taries Association (International ) 
and support the organization. It 
is your means of attaining pro- 
fessional recognition. 

10. Take the Certified Professional 
Secretaries Examination. Then, 
proudly, you may say, “I am a 
PROFESSIONAL secretary.” 





Dates to Remember 


DISTRICT MEETING 
Southeastern District 
Florida 


Time: November 11-13 
Place: Lauderdale Beach Hotel, 
Fort Lauderdale 


REGIONAL MEETINGS 


Southwestern District 
New Mexico 


Time: November 5-6 
Place: Alvarado Hotel, Albuquerque 


Thirty 





IT’S A PAPER WORLD 


(continued from page 17) 


Here are made bags for a thousand 
different uses—grocery bags, shopping 
bags, garbage receptacle bags, potato, 
sugar, cement, flour, wet and dry ice, 
feed and fertilizer bags and all kinds of 
bags for machinery parts. 

Bags for icing and transporting vege- 
tables from the fields to the super- 
markets, insulated bags for ice cream 
and frozen foods, raincoat bags to pro- 
tect newspapers during wet weather de- 
livery, combination bags of paper and 
plastic are made—and new ones are 
developed almost daily. 

Strange is it may seem, new applica- 
tions of the paper bag are still barely 
tapped. As science moves forward, new 
combinations of paper and other mate- 
rials are constantly suggesting new uses. 

There is scarcely a manufactured prod- 
uct in this country that escapes the need 
for some form of paper bag or container 
in its distribution. This brings into ac- 
count another aspect of peculiarly Amer- 
ican development—the kraft corrugated 
containers that form a team with paper 
bags as a hallmark of our culture. 

Inert chemical additives to kraft pa- 
per, making it sturdier, more protective 
and versatile, are opening up ever-new 
frontiers in packaging. Increased de- 
mand for frozen foods, a growing trend 
to packaging fresh fruit and vegetables 
once sold in rigid containers—illustrate 
the constantly growing markets for kraft 
paper boxes. 

Five years ago, for example, kraft box- 
es for packaging fresh citrus fruit were 
non-existent. This year 60 million will 
be used for this purpose. Similarly, the 
growing popularity of canned soft drinks 
is opening up a significant new market 
for corrugated boxes. 

The growing use of air transport is 
challenging alert buyers to discover 
means of replacing heavier and bulkier 
containers with kraft paper packages. 

Even the building material industry 
has found kraft paper increasingly use- 
ful. In honeycomb form, it combines 
lightness and structural strength—espe- 
cially valuable in pre-fabricated houses. 
Faced with a variety of other materials 
—aluminum, plywood veneers and plas- 
tics—it serves as doors, walls, table tops, 
furniture and uses without end. Even 
lumber, itself, is today being packed in 
waterproof paper for outdoor storage 
and easier identification. 

Fred Meendsen, vice president of 
Union Bag & Paper Corporation and a 


30-year veteran of the paper industry, 
looks forward to the time when paper 
applications will make many of today’s 
packages obsolete. 

He points out that strides in pa 
chemistry and new manufacturing tech- 
niques, coupled with automation in 
paper and board conversion, will open 
up potentialities that make future ton- 
nage of U. S. paper production almost 
beyond reckoning. 

“Not alone our own research labora- 
tories,” says Mr. Meendsen, “but traffic 
managers, product designers and manu- 
facturers are seeking new applications 
for paper and paper containers — for 
economy, convenience, sanitation, not to 
mention their advantages in compact- 
ness, ease of handling and disposability. 

“The American population in the last 
quarter century has increased in num- 
bers greater than at any time in our 
history. This alone provides the base for 
greater use of paper. Add the packaging 
trends and the newer uses of paper— 
napkins, kitchen towels, draperies, cur- 
tains, rugs and even paper dishes and 
cups—and it’s hard to see the end.” 

If American industry continues to de- 
velop new products and new packages at 
the rate of the last dozen years, there is 
every reason to believe that this will be- 
come more of a paper world than ever 
—with America the very heart of that 
world! 





ATTENTION ... 
NSA MEMBERS! 


CHANGING YOUR NAME? 


Moving to another state .. . 
another town . . . another street? 


THEN please notify your NSA 
Executive Secretary. 


Miss Helen J. Boyle 

National Secretaries Association 
25 East 12th Street 

Kansas City 6, Missouri 


After correcting her records, Miss 
Boyle will immediately forward 
the information to the circulation 
department of THE SECRETARY. 


Since all address changes must 
clear through National Headquar- 





ters, please do NOT send name or 
address changes direct to the pub- 
lisher. 
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"| said so long to shorthand blues’..so can you! 








| Diane was smart—she chose a boss “These Dictabelts,’+ she says, “are clear. 
Who gets his work and words across As easy as a phone to hear. 
With Dictaphone TIME-MASTER.* Boy, I choose my volume, tone and speed— 
To type dictation’s sure a joy. 2 From shorthand’s squints and squiggles freed.” 








A 


To overtime she’s said goodbye She’s said “so long” to shorthand blues— 


Cause his TIME-MASTER’s always nigh. And now you know what boss to choose. 
He never has to fume and wait (Or better tell the boss you’ve got 
3 Each works at will and rarely late. a About TIME-MASTER. Well, why not?) 














* 1IME-MASTER—favorite dictating machine of secretaries and bosses. + Dictabelts—Dictaphone’s exclusive plastic record... crystal-clear . . . unbreakable . . . filable. 


DICTAPHONE...FIRST IN SALES AND SERVICE OF DICTATING MACHINES THE WORLD AROUND 





* DICTAPHONE CORPORATION, Dept. T-115 

. 420 Lexington Ave., New York 17, N.Y. x 

* [7] Please send me all the facts about how my boss and =} 

* I can work easier and better with Dictaphone TIME. $ 

« MASTER, . 

¢ And don’t forret to senl, FREE, my copy of Leffer : 

« Perfect—the S4-page secretary’s handbook. (Regular « 

° price: 50¢) 

SWINE, oi ni nhscacdcachdeoeediecuantae : 

‘ © Where You Work. ......ccccccccccccccccccccccccccsce c 
a < Street Address. ........ccccsscccscccccsccccccccccces 
DICT. a PHON E ° City & Zone... .ccccccccscccces State... -ccccccccces ‘ 


TIME-MASTER DICTATING MACHINE DICTAPHONE, TIME-MASTER AND DICTABELT ARE REGISTERED TRADE-MARKS OF DICTAPHONE CORPORATION 
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A baby chick ... 


the new Royal electric and you 


Cuddlesome? Cute? And the baby chick weighs 
only about two ounces. 

Did you realize it takes less weight than this to 
depress one key of the new Royal Electric? When 
you get to the end of a line, it takes only three 
ounces to push down the carriage return key. 

It’s 13 times easier to do these familiar jobs 
on the new Royal Electric than on a non-electric 
typewriter. Isn’t this a pretty good reason why 
you need a new Royal Electric? 


Besides, you do your usual quota of work with 
time to spare. Your fingers don’t get dog-tired 
at the end of the day. Your typing looks great, 
flattering both you and the boss. 

Learn about the many other exclusive conveni- 
ences of this new kind of electric typewriter in a 
personal office demonstration. It is designed with 
you in mind by the world’s largest manufacturer 
of typewriters. 

Call your Royal Representative. 


® 
. g YAL electrics standards ¢ portables « Roytype® business supplies 


The Royal Typewriter Company, Division of Royal McBee Corporation 








